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How to File an Unlicensed Refund Claim as an Individual in Taxpayer Access Point, TAP. 
 

 

 

 

 

 

 

 

Welcome to the Washington State Department of Licensing Prorate and Fuel Tax Services 

Taxpayer Access Point (TAP).  The information you will see in this tutorial is completely 

fictitious.  It has been made up and is intended for instructional purposes only.  Any resemblance 

to a real person or business is entirely coincidental.  TAP uses pop-ups to assist in the 

registration process.  We recommend you disable the pop-up blocker settings on your computer 

and allow pop-ups from the TAP website. 

 

In this tutorial, you will learn how to file a refund claim and attach required documentation.  At 

any time during this process you can save your work by clicking on Save and Continue or by 

clicking on Save and Finish Later.  The Save and Finish Later option will allow you to exit TAP 

and return at a later time or date to complete your request. 

 

For this tutorial, TAP was accessed by using the Internet Explorer browser.  You can use other 

browsers (Google Chrome, Mozilla Firefox, Safari, etc.) to access TAP but there might be slight 

differences in how the screens display. 
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At the TAP home screen enter your Username, Password and click on Login. 

 
 

The Device not Recognized dialogue box opens with a link to receive the authentication code required to 

login to your account.  Click on Send Authentication Email. 

 
 

 

 

 

Enter your Username, Password and 

click on Login. 

 

Click on Send Authentication Email. 
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You will receive an email with the Authentication Code that is required to login. 

 
Enter the Authentication Code you just received, check the box next to Save this device and click on 

Login. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is the Authentication 

Code you will need to enter in 

the Authentication Code field 

of the login screen. 

Enter the Authentication Code, check 

the box next to Save this device and 

click on Login. 
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You’re now at the home screen for your account.  In the My Accounts section, click on the blue Account 

Id for the account you are going to file a refund claim.+ 

 
 

In the I Want To section, click on File a Refund Claim.   

 
 

 

 

Click on the blue Account Id. 

Click on File a Refund Claim. 
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This is the Information screen and it provides what you’ll need in order to file the refund claim.  Click 

on Next. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Next. 
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Click the drop down arrow in the Enter the first month of the period you are claiming field and select 

the period. 

 
 

The beginning period has been entered.  Click the drop down arrow in the Enter the last month of the 

period you are claiming field and select the last month of the claim period. 

 
 

 

 

Click the drop 

down arrow and 

select the period. 

The beginning period has 

been entered.  Click the 

drop down arrow and 

select the last month of 

the claim period. 
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The end period of the claim has been entered.  If you want Prorate and Fuel Tax Services (PRFT) to 

calculate and deduct the use (sales) tax from the refund by using an average fuel cost per gallon and 

average sales tax rate, click on Yes.  If you want to compute the actual sales tax amount by completing 

the actual cost computation, click on No.  If you select the actual sales tax calculation, you cannot change 

back to the average cost computation until the average cost rate is updated in January or July each year.  

Click on Next. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The end period for the 

claim has been entered.  

Click on Yes or No and 

click on Next. 
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This tutorial is a refund claim for boating.  Enter the Gallons Purchased, the Gains, Ending Inventory 

and the Total gallons used is calculated.    Enter your boat’s WN number as it is a required field.  Enter 

the number of gallons used for boating.  The total refundable gallons and the total refundable and non-

refundable gallons are calculated.  Click on Next. 

 

 
 

Enter the Gallons 

Purchased, 

Gains, Ending 

Inventory and 

Total Gallons 

Used is calculated. 

Enter your boat’s WN 

number and gallons used. 

Total refundable 

gallons are calculated. 

Total refundable and 

non-refundable 

gallons are calculated. 

Click on Next. 
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This is the Invoices screen and you are required to report your Motor Fuel Invoices.  Click in the Invoice 

Number field and enter the Invoice Number.  Click in the Invoice Date field and enter the Invoice Date 

or select the date from the calendar. 

 
 

Enter the Invoice Gallons.  The Invoice Gallons field will be red and a message will display that the 

Invoice Gallons column must match the Purchased Gallons from line 2 of the claim form.  Once they 

match, the fields will turn white and the message will dissappear. 

 

Enter the Invoice 

Number and Invoice 

Date or you can select 

the date by using the 

calendar. 

Enter the Invoice Gallons. 
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Enter the Invoice Number, Invoice Date and Invoice Gallons for each invoice.  If you need to delete an 

invoice click on the red X next to the Invoice Number. 

 
 

All of the invoices have been entered and they match the Purchased Gallons from line 2 of the claim 

form.  The invoices must be attached to this request.  Click on the question mark button next to Add 

Attachment and it displays information about the attachments.  The attachments must be a.jpg, .jpeg, 

.pdf, .png, .tif or .tiff type files and cannot be larger than 10 MB.  Click on Add Attachment or Add in 

the Attachments section of the navigation pane to attach the invoices. 

 

Click on the question mark button 

and information on attachments 

displays.  Click on Add or Add 

Attachment to attach the invoices. 

Enter each invoice and if you need to 

delete an invoice click on the red X 

next to the Invoice Number. 

The Invoice Gallons column matches the 

Purchased Gallons from the claim form as the 

fields are no longer red and no message displays. 
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The Select a file to attach dialogue box opens.  Click on the drop down arrow in the Type field to select 

Invoice/Receipt. 

 
 

Select the file Type to be attached. 

 
 

 

 

 

 

Click on the 

drop down 

arrow. 

Select 

Invoice/Receipt. 
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The file Type has been selected and in the Description field enter a brief Description of the file to be 

attached.  Click on the Browse button to find the file on the computer and attach. 

 
 

Select the file being attached and click on Save. 

 
 

 

 

 

The file Type has 

been selected and a 

Description 

entered.  Click on 

the Browse button. 

The Fuel Receipts file 

selected and click on Save. 
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The April - June 2016 Fuel Receipts file has been attached in the Attachments section of the navigation 

pane.  If you need to remove an attachment, click on the red X next to the attachment.  Click on Next. 

 
 

This is the Refund Calculations screen and the Total Gross Refund amount has been calculated. This is 

the gross amount of your refund before sales tax is deducted. Click on Next. 

 
 

 

 

The April - June 2016 Fuel Receipts file has been attached.  

If you need to remove an attachment, click on the red X next to 

the attachment.  Click on Next. 

The Total Gross Refund amount has been calculated.  Click on Next. 
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This is the Deductions screen.  Sales Tax and Coastal Protection Deductions have been calculated and 

totaled.  Click on Next. 

 
 

This is the Review & Submit screen.  Your net refund is displayed. This is the amount that will be sent to 

you. Review to ensure it is correct.  If you need to make changes, you can click on the Screen Links or 

the Back button to return to the applicable screen.  Click on Submit. 

 
 

 

Deductions have been calculated and totaled.  Click on Next. 

Click on the Screen Link to return to a screen and make 

changes. 

Or click on the Back button to return to the applicable 

screen and make changes.  Click on Submit. 
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The confirmation dialogue box opens asking “Are you sure you want to submit this request?”  Click 

on Ok. 

 
 

This is the confirmation that your request has been submitted.  The confirmation message has been sent to 

your email address.  While this request is pending, you can make changes to it.  Click on Print if you 

want a copy for your records or click on Ok to finish.  Click on My Accounts to return to the My 

Accounts screen. 

 

Click on Ok. 

Click on Print if you would like a copy 

for your records or click on Ok to finish.  

 Click on My Accounts. 
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Click on the History tab. 

 
 

The History tab provides information on requests that are waiting to be processed and those that have 

been processed.  While a request is still pending, it can be opened and withdrawn or changes can be made 

to it.  The Motor Fuel refund claim is still pending.  Click on the blue Confirmation # to open the 

pending refund claim. 

 

Click on the History tab. 

The refund claim is Pending. Click on the Confirmation # 

to open the request. 
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This is the Request Information screen and it provides a summary of the request that has been 

submitted.  You can Withdraw (Cancel) this request by clicking on the Withdraw button.  If you want to 

make changes to this request, click on the Change button and then click on Next. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

This is the summary of the refund claim 

submitted.  If you would like to 

Withdraw (Cancel) the request click on 

the Withdraw button or if you would like 

to make changes, click on the Change 

button and then on Next. 
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By clicking on Change and Next, the submitted request opens up at the very first screen in the sequence 

of creating the refund claim.  Click on Next to go through each screen and you can make changes if 

needed and then resubmit the request.  This is the process for how changes would be made to a submitted 

request that is still pending.  For purposes of this tutorial, click on Cancel. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This is the first screen in the process of filing the refund claim.  Click on 

Next to go through each screen, make changes if applicable and the 

resubmit the request.  For purposes of this tutorial, click on Cancel. 
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The Leave this screen dialogue box opens, click on Yes. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Yes. 
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You are returned to the submitted Request Information screen.  Click on Home. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Home. 
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You are returned to the Home screen for your account. 

 
 

 

This completes the TAP how to File an Unlicensed Refund Claim as an Individual tutorial. 

 


